
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

4. Dates of Series 
Earliest Latest 

1977 I To Date 

-~ ~~~ 

_ _ ~ . _  
Date Completed 

-MAR 2 1981 I MAR 1 1  198 
Telephone Number 

~~~ ~~ ~ ~~ _ _ ~ ~ ~  

FOR AGENCY USE 1. Agency Address 
Department of Education 
Office of S t a t e  

S p e c i a l  S t a f f  
A t l a n t a ,  Georgia 

Application Number 

.~ - ~ ~ 

2. Person to  Contact Working Title 

5. Remrds Series Title (followed by title used in office; if different) 

Department of Education Advisory Committee Development F i l e s  

3. Action Requested I a. E4 Establish Retention Schedule; record will continue to accumulate. 

File is arranged: Alphabe t i ca l ly  by name of Advisory C o m m i t t e e .  

-~ ~- .- __ __ ~~- ~ . __ 
8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

-; Seven to twelve months old ; Thirteen to twenty-four months old -, 

twmty-five months and older __ -? ~ - ~ . 
9. Annual Rate'of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ;Shelves : ; Other (spmify) - 

7. Ramrd Series Dewiption This f i le  contains the following documents (include form numbersand titles, ifany): 
Attach samples of the file. 

Documents to: Developing, e s t a b l i s h i n g  and secu r ing  members f o r  Department of Educat io  
Advisory C o m m i t t e e s ,  e s t a b l i s h e d  by e i t h e r  S t a t e  Board of Education 
a c t i o n  or S t a t e  Super in tendent  of Schools a d m i n i s t r a t i v e  d e c i s i o n .  

Included are: Membership lists; correspondence r e l a t i n g  t b  appointment t o  committee; and 
e x t r a  c o p i e s  of annual r e p o r t  of committee (copy of r e p o r t  i s  s e n t  t o  the 
S t a t e  Board of Education, i f  an  extra copy is s e n t ,  t h e  extra  copy i s  placed 
i n  t h i s  f i l e ) .  



fES NO q - ~ 

10. Quertionnaire 

~ ~~ _If noLwhere i s i t ?  

(Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series wntain confidential information requiring security handling? If yes, cpe law or regulation. 
.. 

J 

-~ ~~~ __  - - 

-. . c. I s  this a vital record? . ~ ~ 

.~ d. Does this ~ e r i e s ~  have historical or long term research value? j - 

11. F 

e. When one or two documents in the fi le make it necessary to.keep the entire fi le for a long period, could these 
. ~ ~ 

- ~ ~~ documentxbe scheduled separately? ~ . .~  ~~ 

in this series ever oublished2 If yes. attach CODY. 

in this series ever analyzed and/or recorded in a summarized report? 
If vesL&ttachmw..T~T -- ~ .- -~ ~ ~~~ * '  : 

~~.i .- lslhis series (or a majofnwiaW rewhrlymiaofjlrned? - ~ 

Is'there a duplication of this series in your office, or in another office or agency? 
If ve t  where? -~ .. 

- j J l ~ e s  the record series resu-ut er mintout? 
i ,The following requires the series to be kept: ion Requirements . 

~ ~ 

. .  
a. State Law 

~~ -years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need - 3 .,years. 
c. Federal law - ~~~ --.-years. f. Federal retention instructions -.~--years. 

Attach copy or exdrt  of laws or regulations. Explain administrative need. 

7 
. )  

- ~ ~ ~ . .  -- ~~~ ~ ~ _ _ ~  _ _  
++&,ae s p w 5  I 

12. Approved Disposition Instructions This agency recommends that the f i le  series be cut off a t  the end of each: 
.- Calendar Year; '0 Fiscal Year; Other + & a Y t - + d a h m -  

remode f c o m  . ~ C T I ~ <  C i \ e ~ , ~ \ ~ t ~  !'., 

Hold in the current files area -.-month(s) L y e a r ( s ) ;  then '-qsct\.rr Qi'*, Ccl + 0T-F i n d I \ J e  

0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
B Destroy. 
0 Transfer to State Archives for permanent retention. 
j Other (Specify) 

yeads); then 
year(s); then 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

If disapproved. attach letter 
if explanation.) 

~ - ~~~ - ~ .I- . . - ,  ~~ ~ -_._ ~. ~ ~ ~~ ~~ 


